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ENTRY :  the  mean  (average)  of  the  bottom  third  of  wages  in  an  occupation  HS :  High  School  diploma  or  equivalent 


MEDIAN  :  half  of  the  workers  in  the  occupation  earn  more  than  this  wage;  half  earn  less 
EXPERIENCED :  the  mean  of  the  top  two-thirds  of  wages  in  an  occupation 


AD :  Associate  Degree  of  Arts/Science 
community  college,  2  years 

BA/BS  ;  Bachelor  of  Arts/Science  degree 
colleges/universities,  4  years 


OUTLOOK  ANNUAL  WAGES 


Career  Opportunities 

2014 

Employment 

Annual 

Openings 

Entry 

Median 

Experienced 

Education  &Training 

General  Office  Clerks 

120,136 

2,952 

$16,897 

$23,808 

$29,804 

HS;  experience  with  word  processing  and  other  software 
programs  is  increasingly  important. 

Bookkeeping,  Accounting,  and  Auditing  Clerks 

87,935 

1,789 

$21,364 

$30,238 

$36,930 

HS;  word  processing  skills  or  knowledge  of  computer 
spreadsheet  programs  are  important. 

Secretaries,  Except  Legal,  Medical,  and  Executive 

73,463 

1,498 

$18,205 

$26,490 

$32,698 

HS  with  good  keyboarding,  language  and  word  processing 
skills.  Formal  training  is  helpful. 

First-Line  Supervisors  of  Office  & 

Administrative  Support  Workers 

60,568 

1,410 

$29,283 

$43,984 

$57,238 

AD  or  BA/BS;  promotions  to  these  positions  often  occur 
within  the  company.  Management  training  and  experience 
with  software  programs  used  by  employers  are  assets. 

Accountants  and  Auditors 

65,567 

1,999 

$36,453 

$54,874 

$77,031 

BA/BS  or  master's  degree  in  accounting  or  a  related  field. 
Another  option  is  a  master's  degree  in  business 
administration  with  a  concentration  in  accounting. 

Receptionists  and  Information  Clerks 

57,865 

1,955 

$17,342 

$23,260 

$27,698 

HS  and  good  interpersonal  skills  plus  familiarity  with 
computers. 

Shipping,  Receiving,  and  Traffic  Clerks 

35,252 

730 

$18,608 

$26,255 

$32,212 

Good  reading/writing  skills  and  basic  knowledge  of 
business  arithmetic. 

Management  Analysts 

32,956 

965 

$46,943 

$69,165 

$91,051 

BA/BS  is  required.  Common  areas  of  study  are  business, 
management,  computer  and  information  science,  and 
engineering.  Many  analysts  have  a  master's  degree  in 
business  administration  (MBA). 

Data  Entry  Keyers 

14,875 

374 

$18,239 

$25,080 

$30,097 

Formal  one-  or  two-year  vocational/technical  training  is 
preferred  by  employers. 

Administrative  Services  Managers 

14,542 

404 

$31,508 

$52,821 

$76,590 

AD  in  business  or  management  and  related  work 
experience.  If  experience  is  substantial,  HS  may  suffice. 

Legal  Secretaries 

14,542 

418 

$25,259 

$39,840 

$47,796 

HS  is  the  minimum.  Most  require  education/training 
beyond  high  school. 

Occupational  growth  rates  and  job  opening  data  are  based  on  All-Industry 
projections  through  the  year  2014. 


Wage  data  cover  full-time,  part-time  and  seasonal  employees  but  exclude  temporary  and  contractual  workers. 
Wages  include  commissions  and  cost-of-living  allowances,  but  exclude  overtime  and  tips. 


Job  Descriptions 

Administrative  Services  Managers 
Plan,  direct,  or  coordinate  supportive  services  of  an 
organization,  such  as  recordkeeping,  mail  distribution, 
telephone  operator,  and  other  office  support  services. 

Management  Analysts 

Conduct  organizational  studies  and  evaluations,  design 
systems  and  procedures,  conduct  work  simplifications  and 
measurement  studies,  and  prepare  operations  and 
procedures  manuals  to  assist  management  in  operating 
more  efficiently  and  effectively. 

Accountants  and  Auditors 

Examine,  analyze,  and  interpret  accounting  records  for  the 
purpose  of  giving  advice  or  preparing  statements. 

First-Line  Supervisors  of  Office  &  Admin.  Support  Workers 
Supervise  and  coordinate  the  activities  of  clerical  and 
administrative  support  workers. 

Bookkeeping,  Accounting,  and  Auditing  Clerks 
Compute,  classify,  and  record  numerical  data  to  keep 
financial  records  complete. 

Receptionists  and  Information  Clerks 

Answer  inquiries  and  obtain  information  for  the  general 

public,  customers,  visitors,  and  other  interested  parties. 

Shipping,  Receiving,  and  Traffic  Clerks 

Verify  and  keep  records  on  incoming  and  outgoing 

shipments.  Prepare  items  for  shipment. 

Legal  Secretaries 

Perform  secretarial  duties  utilizing  legal  terminology, 
procedures,  and  documents.  Prepare  legal  papers  such  as 
summonses, complaints,  motions, and  subpoenas. 

Secretaries,  Except  Legal,  Medical,  and  Executive 
Perform  routine  clerical  and  administrative  functions  such 
as  drafting  correspondence,  scheduling  appointments, 
maintaining  files,  or  providing  information  to  callers. 

Data  Entry  Keyers 

Operate  data  entry  devices,  such  as  keyboards  or  photo 
composing  perforators.  Duties  may  include  verifying  data 
and  preparing  materials  for  printing. 

General  Office  Clerks 

Perform  duties  too  varied  and  diverse  to  be  classified  in  any 
specific  office  clerical  occupation,  requiring  limited 
knowledge  of  office  management  systems  and  procedures. 


What  is  the  job  outlook? 

Employment  in  business,  management  and 
administration  is  expected  to  grow  faster  than  the 
statewide  average  through  2014.  Businesses  competing 
in  the  global  economy  will  need  employees 
knowledgeable  in  complex  human  capital  requirements 
and  accurate  financial  information.  In  particular,  all 
areas  of  business  consulting  should  experience  strong 
growth.  The  increasing  use  of  new  technology  and 
computer  software  as  well  as  the  trend  toward 
company  mergers  will  also  contribute  to  growth  in  this 
industry  sector.  As  the  economy  expands  and  the 
complexity  of  businesses  grows,  employment 
opportunities  will  increase  for  accountants  and  auditors, 
management  analysts  and  administrative  services 
managers.  Occupations  requiring  a  four-year  degree  or 
more  are  expected  to  grow  the  fastest.  Office  support 
occupations  such  as  bookkeeping  and  general  office 
clerks  will  also  be  in  demand.  Opportunities  will  be 
plentiful  and  wage  offers  above  average  for  operations 
specialties  managers,  management  analysts  and 
financial  specialists. 

Where  can  I  find  more  information? 

The  Illinois  Department  of  Employment  Security  offers  a 

wealth  of  information  concerning  the  Illinois  labor  market. 
Visit  www.ILWorklnfo.com  to  find  out  more  about: 


Career  Planning:  Illinois  Career  Resource  Network 

1-877-513-1987 

des.icrn@illinois.gov 

Labor  Market  Information:  LMI  Source 
1-866-ONE-SRCE  (1-866-663-7723) 
des.lmi@illinois.gov 

Workforce  Information:  Workforce  Info  Center 
des.workinfo@illinois.gov 

For  assistance  with  employment  and  training  issues, 
contact  your  local  Illinois  Employment  and  Training  Center. 
Call  1  -888-367-4382  to  find  the  location  nearest  you. 
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